, . ..CR58

COUNTY SARITARY COMMISSIOR -Engingering Division

Y IHTERDBPARTMIENTAL COMMISSION MINUTES

Quantityt: & v lumes; 5U mla of tnpad recordings
Sizel 81" x 11" wvolumas

Dates: 15%4B,... : :

File Arrangemont: Chronological

Interdepartagnial meevings are beld wahly for discugaion cnd solue~
tion of laterdepartmental p::l:cy end problews., The procecedings sra
taped and luter tmn&.rihec ' :

The rTecomzendation below appues to the voluce remrés, o8 wall e
, to the tope recordings.

2 RECOMMENIMTION: KETALN PERMANENTLY,
2 PROSECT FILES (EXTERSION DR JOB TILES)

Quentity: 5 file drawere, active} 21 fille drswers, inaciive

Size: legal

Dates: 1%922,..

¥ile dvre.: CQurrent, by project wmusbar; mone-current, by quadrangle noxdber

The Engineering Project Files concern records relating to service
inatellations, as distinct from the (ontrnct Files (ltem 3). The Fro-
ject Files are prepared and weteined in the Englaecring Division after
reviow and comparisun witl. Project Files prepored in the Acgegsments
Divigion (Schedule C- , Item 1), Engineering Project Files contain
aterial not included in the Assessment files nor in the series filed
in the Pinance & Accounting Division,

All or some of the following papers ere found in the Engineering
file folders:-

Petition copy Coat estitiztes

Datsail plats end drawings Lorrespondence (continued)
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jcont.) Inter-office mowranda Puschase Eequisition copies

Abstracts of Commigsion Minutes sork papers
Deficit Agresment coples (CAD) Purchase Order coples
Permit Application to State Health Department

After a project is closed, all plate except thae final one, with
corrections, should ba eliminsted before this file is coubined with
the Project Files froa tha other divisions of the {ommisalon,

RECOMMENDATIONS RETAIR 18 ACTIVE FILES UNTIL COMPLETION OF TR PRO-
T JECT, THEH COMBINE WITH PROUECT FILES FROM THZ
ASSESSMENTS ARD THE FIRAICE & ACCOUNTING DIVISIONS,
ELTMINATING DUPLICATION OF PAPEES] MICROPILM PERI-
ODICALLY AND DESTROY ORIGINAL PAPLES, BEYALN HICRO-
FILY PERMANERTLY.

CONTRACYS FILE

Guantity: 9 legal file draver

Sizet Legal , :

Dates! 1933...

File Arr.t Alphabetical, by erea or subdivision

This file i» not a part of the Project Files found in this sche-
dule a8 iten 2. This series pertains to contrects for building in-
stsllations, water and sewage treatment plants, pumping stations,
and walls, Rach folder containg all or some of the following types
of papersie

Ceneral correspondence Estimates of Conts and Payments
Bids snd Tabulations of Bide Test Reports :

Contzract Forms ingtruction Manuale
Cartificstes and Permits Shop Drawings

Degcriptions of Property Architectural Drawings

Design Data Progress Reports

Foderal Crant Dats

BECOMMENDATION: RETALK 1IN ACTIVE FILE UKTIL COMPLETION OF COBTRACT,
THEYN COMBINE WITH CONTRACT FILES FROM THE ADMINISe
TRATIOR AND THE FIMANCE & ACCOURYING DIVISIOLS,
ELIMINATING DUPLICATION; MICROFILM PERIODICALLY AND
DESTROY ORIGIKAL PAPERS. RETAIK MICROTILM PRRMANENTLY.
AREA STUDIES
{uantityt 2 file drowers
Size: Legal size
Dates: 1960 e0s
File Arre: Alphabetical, by name of aree

Thie file consists of specizl studies made of various geogvaphical
or proiect sreas by the Commission or by private ressarch fizes undor
contract to ths Cocmission. ~~- This material has permansat value to

\ the Cozmission.

I3 RECOMMENDATIOR: RETALN PERMAMNUNTLY,.
{continued)




(}v SURVEY BOOKS

uantitys ¥ double file aravors
Sieat 35" x 8% x }® :

Datast 1922...

File Arr.t By sanitary district end mmber
Indexs Intarnal

The Sutvey Books are a yecord of sll surveyas msde by or for ths
Commisaton on projects under their jurisdiction. Hoference to this
record series is frequont and con extend back to the first book, Both
praliminary end final gurveys ave tfocluded in the sories. These
surveys ate the basis for planning, installing, revising ond snlarg-
tog water and eowarage systems for tha county,

RECOMMENDATION: RETALN PERMANENTLY,

& CO-ORDINRATE RECORD

Quanticy:s 2 card trays

Size: 3% x 8" gheets ,
Daten: 1950... '

File Arvst 1. By quadrancie 2., By sssigned project nuzber

In laying out projects for comstruction, a Co-ordinaste Record is
prepersd in duplicate (for reference purposes--=2 files arranged as
above), from the Corputstion of Co-ordinates Shecta (Item 7), to
tdentify geogrsphic location of installations, giving the number of
the ‘Sanitary District and number of the Quadyangle (Item 10), 6 :
sketch of tha location oriented to the north, the latitude end longie ]
tude tn degprees, minutea end geconds, the Botebook (Survey Book, Item
$), numher of veference page, a space for description of the co-
ordinates, the elevation, end the geodatic position north and south,
One file troy is cvomposed of bench mark cards,

Co=oxdinates are @t up by the surveyora snd refer only to the
projects under superviaion of the Commisgsion, State co-ordinstes
are not in reference gt this time, but ot some future'date the (ome
wiasion co-~ordinates are expected to be replaced by State coe-ordinates.

SECOMMEEDATION: BETALN FOR THEEL YBARS AFTER COMPLETION OF THE
PEOJECT, THENX DESTEOY,

7 COMPUTATION OF CO-ORDINATE SHEETE

CGuantity: & file drswers
Sige: 8™ x 11

na_&“! 1922...

¥ile Arr.: By location

The Computation Sheets give the file snd acc. (account ?) rambers,

‘ the names ond dates of personnel computing and checking field data,
aedjusted ¢ourses, latitude, depth and coeordinates send, in columnar .

form, tho station numher and field angle, the bearing and distance,

the letitude snd depth, and the co-ordinates north or south, From
the Coeputetion Shests, the Co-ordinate kecords arc prepared (item6),

RECOMMENDATION: RETAIN FOR THREE YEARS AFYER COMPLETEING PROJECT, YHREM DESTRIY.
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DETAIL PLATS (40° to 1v)

Guantitys 13 hanging files
Slza: 36" x 36
File Arr.1 By sanitery subedistrict

The Dotall Plats ore dravn on s scale of 40 feet to } inch and
are the basic plat records of the Comnisslon, showing vwights of way,
S8j0C BULVEYS, traversa contyXola, location of all water and sewer
installations, and all bulldings as actually positioned on property.
These plats ave corrected armuslly from the Project Trecings (item9)
eng are rafraun erd repleced as they become unusable emd the rep!md '
plats &re destroyed.

RECONMERDATIONS RETALIN PRRMAMENTLY AND ‘-IICROF LM PERLIDICALLY ?G&(
: - BECURITY PURPDSES,

PROJECY TRACLIGS .
Cuantity: 20 traciage dravers (8 active, 12 1mctsva)

- File Art.: By tracing rambar
$ndex: Alphabetical, by name of srea or location

The Project Tracings arve currontly ennotated from the Sgcord and
Operating Maps {(Item 10), during construction of a project, from
which information s transferrad to the Detail Plats (item 8). 1his
file 18 composed of the following classea of druwings:

Aerial Burveys
Lend Booord Property Plats
Stato Roads Commission Heps

then & project has been conpletad, finxl notations ore made and
the tracings are ratived to inactive stetus,

The Land Record Property Plats have continuing reference value to
tha office and are sudbject to recomvendstion “A™ below. All ether
tracings having s continulng velue to the oparation of the office
should be retatned until such value cgases, otherwige ‘they axre sub-
ject to recommendation *B* below,

RECOMMENDATION: A, RETAIN PERMAREKTLY, ARD MICROFILM PERIODICALLY
FOR SECURITY PURPOSKS.
Be RETALY URTIL COMPLETICH OF PROJECT ARD FOR THREER
XEARS THERBAFTER, THAEN DESTKOY.

RECORD AND QPEBATING MAPS (200° ¢o 1)

Guantity: 1 henging BEp €ile; ! wmap drower
File 2rr.: By sanitary sub-district
Indesw: Bage gricd system

The Rewvord and Operating Mgps are drawm ou a scole of one tnch to
two hundred feat and ave revised periodically. They are used for
correction of the Froject Tracings (Item §), which are in turn the
basie for correcting the Datail Plats (Itex &), The wmaps in this
record sarics show the quadrangles with roads, streets, highways,

{continued)
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subdivisions, and facilities. ' : '

Maps {n this seriee are redrewn and veplaced as they become une
usable, and the mplmd maps are deastroyed.
RECOMENDATIONS -RETALIN CURRENT MAPS UNTIL RRPLACED BY CORRECTED OB
REDRAWR Cﬂ?‘io

PROFILES OF SEWERAGE SYSTEN

Quantity: - 1l map drawoers -

Pile Axt.t By subedistrict and etrest ncmes

Indexns By separate sheet £iled at the beginning of each sube
district, llgting etreet namas alphabetically -

Profiles of scwer systems are drowm on g borizontal scale of

- 1C0% to 1" and g vertical scale of 10* to 17, Thess profiles exe

revised on an*hs-butlt” basis when the project ha : been completed,
and they are required for reference in repairs, alterations, snd
extensions,

REL SDATION: RETAIN PEAMANENTLY,

xz. PERMIT COPFIES (WATER AKD/JOR SEWAGE PERMITS)

Quantity: 12 file drowers

Sigc? letter size

DGC&QS 1939.,0 . :
File Arr.t By quadrangle emd by serial number therein

This £ile is coxpnsed of the white capies of whter and sewerage
connection permits tssued by the Finance and Accounting Division
(Sched, C- , Item 6), The copy filed in the Finance & Accounting
Diviston is considered the record ¢opy, and the copy filed with
Engingering is considered nonracord within the meaning of the etatute
governing nonraecord material (Annotated Code of Marylsnd, 1957 edition,
as smonded, Art. 41, Sec. 179), end moy ba destroyed as 8oon a8 no
longer needed by the office,

WORK ORDERS

Cuontityt 20 card trays (including files in Engineering,
Administration, and lnspection)

Dsteg: 1939...

File Arre: Dy quadrangle mmder and district oumbder

Soriglized Work Urders are issued by Engineering for imgtallation
and slterations, inspection, and contract inspection according to
the Water emi Sewsge Pernits (ltem 12) xeceived from Finance & ACGe
ounting, These orders gre prepared in quadruplicate and distributed
a8 follownte

khite original is filed in Engineering after the projact instal-
lation messurements and dotails have been sdded by the Inspector in
the Construction & Maintenance Division of Enginearing, and it is
subject to recommendation “AY below,

{continued)
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Pink (#1) copy goes to the Inspector (with the white originsl,
which is veturned to Engineering after measurements hava been added )
the piok copy s considersd the field copy ond is vetained by the
Inspection Division or by Construction & Haintenancs, according to
the project.

Pink (#2) copy goes to the Anne Arundel County Board of Public
Works for referemce purposes.

The Work Order gives the date, ths Sanitavy District and eub-

divipion, ths vork tc ba done and the file or project mumber, the

permit nuwber, and a sketch of tho project (white copy), with an
itenized listing of the procadural steps to be spproved iuv completing .
the project. ' o B

The white copy 19 subject o ncmﬁat‘lon."&*' belowg il other
copies ara subject to recommandation “5*.

RECOMMENDATION! A. AFTBR A PROJECT IS CLOSED, FILE WHITE COPY Ik
: THE PROJECY FILR, TO BE MICROFILSRD PERIODICALLY
B. ALL OTHER COPIBS ARE TC BE RETAINCD POR THREE
YEARS, THER DESTROVED.

INSPECTOR'S DAILY EEPORTS (Form Hos. INSP. 4 & B)

Guantity: 3 file draewerxs

Size: lLetter sime

Dotes: 1960... o '
File Arr.! Rmerical, by job nucher -

This £ils consigts of the daily report forms submitted by inspece
tors for water and sewsge connsctions., Thoy give ths date and the
job or contrsot muxmbar, the district and subdivision in which the
tnspaction vas mado, sud on itemized breakdown of the work completed,

Copies of thesp yeports ere also retsined in the inspection office
in the warehouse. The latter coples are considered nonpecord within
the meaning of the stetute {(Ann. Code of Maryland, 1937 Ed., &8
smended, Art. 41, Sec. 179), and may be destroyed es scon as no
longer needed by that office.

The coples filed tn the Enjincering Dopartment are subject to the
racommendation below,

RECOMMEXDATION: RETALE FOR THREE YEARS, THEM DESTROY,

WATER AXD SEWECE REFPORTS

Quantity: 1 f£ile drawer

Sise: Lettar sire

km’ 1960.0e

file m.z £y reme of plant or ingtallation

This ﬂle i» composed of monthly statistical reports on the oper-
ation of water end sewage treatment plants, including daily pumping
reportd and periodical lsboretory reports on water samples prepared
by the State Department of iHsalth, The essential information con-
taingd in the wonthly statisticsl reports emd in the daily pumping (continued)




(ecnt.) repoxta eouxd ha re-ostablished from the Gauge Charts which sre
/ retsived permunently by tho Operstions Sgction (Sched. C» , Iteml).
/ Roports On wetsr Banples would heve 1ittle value after three ysors,

i which 1s the retention period for such teporn rotaingd by the State
Department of Health,

' . RECOMMENDATION? RETAIN FOR THREE YEARS, TUGN DEETROY,

16 GERERAL FILE
(uantitys 6 file drauero
Sizet Legal size
Bates: 1922446
File Axx.y Alphebeticasl, by m’bjnt

The General Files coutain corvespundence with individusla, ammty
ard Stata egencies, interoffice memoranda, and charts, reports, and
studies, Somg of the zore mpar:m categories are ass followste

Correspondence Pump keports (Sched, C= ,IRem 2)

Coanection Chargoes
Congtxuction Reports

A Districts {by orme of District)
‘ Federal Grants

Pire Hydrants

Lasmts_

HMiscellansous

Present and Futuve Jobs

Record Plats

deather Reporte

Extra coples of Hinutes of the
Coamieaton (Original tHinutes

- e e oo — — o 3 St 2 Pt o s b e, Sttt b

aro vetsined persansntly (n
the office of tha Secretoxy)

Printed ersd wiseographed material ie conaidered wantecord within
-the meaning of the statute (Ann. Code of MHaryland, 1957 Bd. as emended,

Arte &1, Sec. 179) endmywdestmyw o8 soon o8 £ longer needed
by the office.

Macerisl having continuing administyative or hsal valug to the -
operation of the office should be votained until guch value coese.

RECOMMENDATION: BETAIX FOR THREE YEARS, THEN DESTROY.




